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Preface 


What is Courseware? 

Welcome to Corporate Training Materials, a completely new training 
experience! 

Our courseware packages offer you top-quality training materials that 
are customizable, user-friendly, educational, and fun. We provide your 
materials, materials for the student, PowerPoint slides, and a take- 
home reference sheet for the student. You simply need to prepare and 
train! 

Best of all, our courseware packages are created in Microsoft Office and can be opened using any 
version of Word and PowerPoint. (Most other word processing and presentation programs support 
these formats, too.) This means that you can customize the content, add your logo, change the color 
scheme, and easily print and e-mail training materials. 



How Do I Customize My Course? 

Customizing your course is easy. To edit text, just click and type as you would with any document. This is 
particularly convenient if you want to add customized statistics for your region, special examples for 
your participants' industry, or additional information. You can, of course, also use all of your word 
processor's other features, including text formatting and editing tools (such as cutting and pasting). 

To remove modules, simply select the text and press Delete on your keyboard. Then, navigate to the 
Table of Contents, right-click, and click Update Field. You may see a dialog box; if so, click "Update entire 
table" and press OK. 


Update Table of Contents 



Word is updating the table of contents. Select one of 
the following options: 

Update Qage numbers only 



Update entire table 


OK 


Cancel 


(You will also want to perform this step if you add modules or move them around.) 


If you want to change the way text looks, you can format any piece of text any way you want. However, 
to make it easy, we have used styles so that you can update all the text at once. 


If you are using Word 97 to 2003, start by clicking the Format menu followed by Styles and Formatting. 
In Word 2007 and 2010 under the Home tab, right-click on your chosen style and click Modify. That will 
then produce the Modify Style options window where you can set your preferred style options. 


























For example, if we wanted to change our Heading 1 style, used for Module Titles, this is what we would 
do: 



Now, we can change our formatting and it will apply to all the headings in the document. 

For more information on making Word work for you, please refer to Word 2007 or 2010 Essentials by 
Corporate Training Materials. 


Materials Required 

All of our courses use flip chart paper and markers extensively. (If you prefer, you can use a whiteboard 
or chalkboard instead.) 

We recommend that each participant have a copy of the Training Manual, and that you review each 
module before training to ensure you have any special materials required. Worksheets and handouts are 
included within a separate activities folder and can be reproduced and used where indicated. If you 
would like to save paper, these worksheets are easily transferrable to a flip chart paper format, instead 
of having individual worksheets. 











































We recommend these additional materials for all workshops: 


• Laptop with projector, for PowerPoint slides 

• Quick Reference Sheets for students to take home 

• Timer or watch (separate from your laptop) 

• Masking tape 

• Blank paper 


Maximizing Your Training Power 

We have just one more thing for you before you get started. Our company is built for trainers, by 
trainers, so we thought we would share some of our tips with you, to help you create an engaging, 
unforgettable experience for your participants. 

• Make it customized. By tailoring each course to your participants, you will find that your results 
will increase a thousand-fold. 

o Use examples, case studies, and stories that are relevant to the group. 

o Identify whether your participants are strangers or whether they work together. Tailor 
your approach appropriately. 

o Different people learn in different ways, so use different types of activities to balance it 
all out. (For example, some people learn by reading, while others learn by talking about 
it, while still others need a hands-on approach. For more information, we suggest 
Experiential Learning by David Kolb.) 

• Make it fun and interactive. Most people do not enjoy sitting and listening to someone else talk 
for hours at a time. Make use of the tips in this book and your own experience to keep your 
participants engaged. Mix up the activities to include individual work, small group work, large 
group discussions, and mini-lectures. 

• Make it relevant. Participants are much more receptive to learning if they understand why they 
are learning it and how they can apply it in their daily lives. Most importantly, they want to 
know how it will benefit them and make their lives easier. Take every opportunity to tie what 
you are teaching back to real life. 

• Keep an open mind. Many trainers find that they learn something each time they teach a 
workshop. If you go into a training session with that attitude, you will find that there can be an 
amazing two-way flow of information between the trainer and trainees. Enjoy it, learn from it, 
and make the most of it in your workshops. 


And now, time for the training! 



Icebreakers 


Each course is provided with a wide range of interactive Icebreakers. The trainer can utilize an 
Icebreaker to help facilitate the beginning of the course, as it helps "break the ice" with the 
participants. If the participants are new to each other, an icebreaker is a great way to introduce 
everyone to each other. If the participants all know each other it can still help loosen up the 
room and begin the training session on positive note. Below you will see one of the icebreakers 
that can be utilized from the Icebreakers folder. 



Icebreaker: Friends Indeed 

Purpose 

Have the participants moving around and help to make introductions to each other. 

Materials Required 

• Name card for each person 

• Markers 

Preparation 

Have participants fill out their name card. Then, ask participants to stand in a circle, shoulder to 
shoulder. They should place their name card at their feet. Then they can take a step back. You 
as the facilitator should take the place in the center of the circle. 

Activity 

Explain that there is one less place than people in the group, as you are in the middle and will 
be participating. You will call out a statement that applies to you, and anyone to whom that 
statement applies must find another place in the circle. 

Examples: 

• Friends who have cats at home 

• Friends who are wearing blue 

• Friends who don't like ice cream 

The odd person out must stand in the center and make a statement. 

The rules: 

• You cannot move immediately to your left or right, or back to your place. 

• Let's be adults: no kicking, punching, body-checking, etc. 

Play a few rounds until everyone has had a chance to move around. 




Training Manual Sample 


On the following pages is a sample module from our Training Manual. Each of our courses 
contains twelve modules with three to five lessons per module. It is in the same format and 
contains the same material as the Instructor Guide, which is then shown after the Training 
Manual sample, but does not contain the Lesson Plans box which assists the trainer during 
facilitation. 

The Training Manual can be easily updated, edited, or customized to add your business name 
and company logo or that of your clients. It provides each participant with a copy of the 
material where they can follow along with the instructor. 




Sample Module: What Can a Webinar Do? 

Webinars are useful tools that will benefit anyone who has content or 
product to share. Webinars are both methods of teaching and 
marketing. These online seminars provide the perfect opportunities 
to connect with people across the globe. Implementing webinars can 
help improve your customer base and provide the opportunity to 
share information about your company. 










Marketing to Prospective Customers 



Savvy business people understand that webinars provide the perfect opportunity to 
market to prospective customers. Webinars are useful tools that will help generate 
leads to sell your products and/or services. Webinars are used as marketing tools in 
several ways: 


• They help you connect with people to generate feedback. 

• They offer the opportunity to demonstrate expertise. 

• They engage prospects without being overbearing. 

• They provide a venue to announce new products or services. 

Always remember to take advantage of these marketing opportunities when using webinars. 




Training or Teaching 



the following: 


Webinars must provide high quality information with credible teaching/training 
techniques. Typically, there are two methods of webinar training: in house or for hire. 
For hire training is easy enough to navigate; it requires you to work with other 
training professionals. It is often more cost effective, however, to implement in house 
training, which simply means that everything is done in house. In house training also 
allows you to personalize the information. In house training requires you to complete 


• Writing the script 

• Setting dates 

• E-vites/invitations 

• Recording and editing 

• Uploading 

• Sending out links and other follow up 

When choosing to use in house training, it is important to make sure that the resources, such as 
software, are available. You must have the time to create the webinar, and always ensure that the 
information is relevant and the production value is quality. 






Demonstrations and Presentations 



Webinars are useful for demonstrations and presentations. These need to be 
customer focused, explain the products or services, and provide reasons why 
customers should choose your company. In order for the demonstrations and 
presentations to be effective, you need to engage your audience. There are a 
few basic ways to create effective demonstrations and presentations. 


• Catch their attention immediately: You only have seconds to get the attention of your 
audience. You need to begin with something spectacular, like a gimmick. 

• Be amusing: Use humor to engage your audience. 

• Be relevant: Make the demonstration or presentation relevant to your audience. 





Information Sharing 

Successful webinars require relevant information sharing. There are different 
methods of information sharing that you can use to spread the word about your 
webinars. 

When sharing information with potential customers, it is important not to send one 
too many communications. This is a fine line. People need reminders; however, too 
many reminders will annoy people and turn them off. Some experts argue that you should not 
communicate more than twice a week. 

• Announce the webinar: Use websites, social media, and other venues to make the 
announcement. 

• Keynote speech: Use keynote speeches to share information about your company. 

• Meetings: Share information about webinars in meetings, and attempt to arrange meetings with 
new people. 

• Offers: Share offers with potential clients and customers using websites, social media, and other 
venues. 


Case Study 

Shirley decided to create a webinar about how to use her product. She was 
certain that she would reach more customers once they realized how easy 
and beneficial her product was. Shirley used every method of information 
sharing at her disposal. She emailed her client list about the webinar every 
day for two weeks before the release date. When the date came, she was 
extremely disappointed by the results. Shirley was not sure why so few people attended her webinar. 








Sample Module: Review Questions 


1. What opportunity does a webinar offer? 

a) Engage new clients 

b) Demonstrate expertise 

c) Change the brand image 

d) Monitor trends and changes 

2. What can you generate when connecting with people through webinars? 

a) Expertise 

b) Brand 

c) Clients 

d) Feedback 

3. What is the benefit of in house training? 

a) Cost effective 

b) Easy 

c) Saves time 

d) All of the above 

4. A company should choose which type of webinar when lacking resources to create them? 

a) In house 

b) It does not matter 

c) For hire 

d) None 

5. Demonstrations need to be_to the audience. 

a) New 

b) Relevant 

c) Clear 

d) Short 

6. What can make presentation entertaining? 

a) Graphs 

b) Facts 

c) Dialogue 

d) Humor 




7. How often do some experts believe you should communicate with customers? 

a) Twice a week 

b) Once a week 

c) Daily 

d) Weekly 

8. Announcements about webinars and offers should be made on websites and _ 

a) Television 

b) Links 

c) Social media 

d) Advertisements 

9. How long before the webinar did she contact customers? 

a) Two weeks 

b) 10% 

c) 25% 

d) 30% 

10. How often did she contact the customers? 

a) Weekly 

b) Biweekly 

c) Daily 

d) Monthly 




Instructor Guide Sample 


On the following pages is a sample module from our Instructor Guide. It provides the instructor 
with a copy of the material and a Lesson Plans box. Each Instructor Guide and Training Manual 
mirrors each other in terms of the content. They differ in that the Instructor Guide is 
customized towards the trainer, and Training Manual is customized for the participant. 

The key benefit for the trainer is the Lesson Plan box. It provides a standardized set of tools to 
assist the instructor train that particular lesson. The Lesson Plan box gives an estimated time to 
complete the lesson, any materials that are needed for the lesson, recommended activities, and 
additional points to assist in delivering the lessons such as Stories to Share and Delivery Tips. 




Sample Module: What Can a Webinar Do? 

Webinars are useful tools that will benefit anyone who has content or 
product to share. Webinars are both methods of teaching and 
marketing. These online seminars provide the perfect opportunities 
to connect with people across the globe. Implementing webinars can 
help improve your customer base and provide the opportunity to 
share information about your company. 









Marketing to Prospective Customers 

Savvy business people understand that webinars provide the perfect opportunity to 
market to prospective customers. Webinars are useful tools that will help generate 
leads to sell your products and/or services. Webinars are used as marketing tools in 
several ways: 

• They help you connect with people to generate feedback. 

• They offer the opportunity to demonstrate expertise. 

• They engage prospects without being overbearing. 

• They provide a venue to announce new products or services. 

Always remember to take advantage of these marketing opportunities when using webinars. 


Estimated Time 

5 minutes 

Topic Objective 

Introduce ways to market with webinars. 

Topic Summary 

Marketing to Prospective Customers 

Discuss how webinars affect marketing. 

Materials Required 

Flipchart/board and marker 

Planning Checklist 

None 

Recommended Activity 

As a group, discuss webinars you have participated in over the years. What 
successfully drew you to these webinars? List these on the flipchart/board. 

Did you make purchases after viewing any webinars? 

Stories to Share 

Share any personal or relevant stories. 

Delivery Tips 

Encourage everyone to participate. 

Review Questions 

What do savvy business people understand? 


















Training or Teaching 



following: 


Webinars must provide high quality information with credible teaching/training 
techniques. Typically, there are two methods of webinar training: in house or for hire. 
For hire training is easy enough to navigate; it requires you to work with other training 
professionals. It is often more cost effective, however, to implement in house training, 
which simply means that everything is done in house. In house training also allows you 
to personalize the information. In house training requires you to complete the 


• Writing the script 

• Setting dates 

• E-vites/invitations 

• Recording and editing 

• Uploading 

• Sending out links and other follow up 

When choosing to use in house training, it is important to make sure that the resources, such as 
software, are available. You must have the time to create the webinar, and always ensure that the 
information is relevant and the production value is quality. 


Estimated Time 

10 minutes 

Topic Objective 

Introduce in house training. 

Topic Summary 

Training or Teaching 

Explore in house training. 

Materials Required 

01-In House Training 

Planning Checklist 

None 

Recommended Activity 

Complete the worksheet individually. Share your answers with the rest of the 

class. 

Stories to Share 

Share any personal relevant stories. 

Delivery Tips 

Encourage everyone to participate. 

Review Questions 

What is the difference between in house and for hire training? 



















Demonstrations and Presentations 



Webinars are useful for demonstrations and presentations. These need to be 
customer focused, explain the products or services, and provide reasons why 
customers should choose your company. In order for the demonstrations and 
presentations to be effective, you need to engage your audience. There are a 
few basic ways to create effective demonstrations and presentations. 


• Catch their attention immediately: You only have seconds to get the attention of your 
audience. You need to begin with something spectacular, like a gimmick. 

• Be amusing: Use humor to engage your audience. 

• Be relevant: Make the demonstration or presentation relevant to your audience. 


Estimated Time 

10 minutes 

Topic Objective 

Introduce effective demonstrations and presentations. 

Topic Summary 

Demonstrations and Presentations 

Consider the elements of effective demonstrations and presentations. 

Materials Required 

02-Demonstrations and Presentations 

Planning Checklist 

None 

Recommended Activity 

Complete the worksheet individually. Share your answers with the rest of the 

class. 

Stories to Share 

Share any personal, relevant stories. 

Delivery Tips 

Encourage everyone to participate. 

Review Questions 

What is useful for demonstrations and presentations? 


















Information Sharing 



When sharing information with potential customers, it is important not to send one 
too many communications. This is a fine line. People need reminders; however, too 
many reminders will annoy people and turn them off. Some experts argue that you should not 
communicate more than twice a week. 


Successful webinars require relevant information sharing. There are different 
methods of information sharing that you can use to spread the word about your 
webinars. 


• Announce the webinar: Use websites, social media, and other venues to make the 
announcement. 

• Keynote speech: Use keynote speeches to share information about your company. 

• Meetings: Share information about webinars in meetings, and attempt to arrange meetings with 
new people. 

• Offers: Share offers with potential clients and customers using websites, social media, and other 
venues. 


Estimated Time 

7 minutes 

Topic Objective 

Introduce methods of information sharing. 

Topic Summary 

Information Sharing 

Discuss information sharing. 

Materials Required 

Flipchart/board and marker 

Planning Checklist 

None 

Recommended Activity 

As a group, discuss methods of information sharing you are familiar using. 
Which ones worked best in specific circumstances? List these on the 
flipchart/board. 

Stories to Share 

Share any personal, relevant stories. 

Delivery Tips 

Encourage everyone to participate. 

Review Questions 

What do successful webinars require? 
















Case Study 



Shirley decided to create a webinar about how to use her product. She 
was certain that she would reach more customers once they realized how 
easy and beneficial her product was. Shirley used every method of 
information sharing at her disposal. She emailed her client list about the 
webinar every day for two weeks before the release date. When the date 
came, she was extremely disappointed by the results. Shirley was not sure 


why so few people attended her webinar. 


Estimated Time 

5 minutes 

Topic Objective 

Outline the What Can a Webinar Do case study. 

Topic Summary 

Case study 

Discuss the importance of using information sharing correctly. 

Materials Required 

None 

Planning Checklist 

None 

Recommended Activity 

Discuss the outcome of the case study. What should Sean have done 
differently? 

Stories to Share 

Share any personal, relevant stories. 

Delivery Tips 

Encourage everyone to participate. 

Review Questions 

Why did Shirley want to create a webinar? 



















Sample Module: Review Questions 

11. What opportunity does a webinar offer? 

e) Engage new clients 

f) Demonstrate expertise 

g) Change the brand image 

h) Monitor trends and changes 

Webinars are useful marketing tools. They offer the opportunity to demonstrate expertise. 

12. What can you generate when connecting with people through webinars? 

e) Expertise 

f) Brand 

g) Clients 

h) Feedback 

Webinars help generate new leads. They also generate useful feedback. 

13. What is the benefit of in house training? 

e) Cost effective 

f) Easy 

g) Saves time 

h) All of the above 

In house training is cost effective. It does, however, require time and preparation that for hire 
training does not. 

14. A company should choose which type of webinar when lacking resources to create them? 

e) In house 

f) It does not matter 

g) For hire 

h) None 

Webinars require specific resources to create. A company lacking the necessary resources 
should use the for hire webinars. 



15. Demonstrations need to be_to the audience. 

e) New 

f) Relevant 

g) Clear 

h) Short 

Demonstrations are excellent marketing tools. They need to be relevant to the audience to be 
effective. 

16. What can make presentation entertaining? 

e) Graphs 

f) Facts 

g) Dialogue 

h) Humor 

Demonstrations should be amusing to help the audience maintain attention. Humor is effective 
at creating audience amusement. 

17. How often do some experts believe you should communicate with customers? 

e) Twice a week 

f) Once a week 

g) Daily 

h) Weekly 

In information sharing, it is important to avoid "one too many" communications. Some experts 
believe contact should be limited to twice a week. 

18. Announcements about webinars and offers should be made on websites and_. 

e) Television 

f) Links 

g) Social media 

h) Advertisements 

Announcements and offers need to reach your customers. Websites and social media are useful 
for information sharing. 





19. How long before the webinar did she contact customers? 

e) Two weeks 

f) 10% 

g) 25% 

h) 30% 

Shirley decided to contact her customers ahead of time. She began the process two weeks 
before the date of the webinar. 

20. How often did she contact the customers? 

e) Weekly 

f) Biweekly 

g) Daily 

h) Monthly 

Shirley contacted her customers every day. She did this for two weeks. 



Activities 


During the facilitation of a lesson Worksheet or Handout may be utilized to help present the 
material. If a lesson calls for a Worksheet or Handout it will be listed in the Lesson Plan box 
under Materials Required. The trainer can then utilize the Activities folder for the 
corresponding material and then provide it to the participants. They are all on separate Word 
documents, and are easily edited and customized. 

Below you will see the Worksheets or Handouts that are utilized during the training of the 
above lesson. They are located in the Activities folder and can be easily printed and edited for 
the participants. 



Sample Worksheet: In House Training 

In the blank space brainstorm a list topics for which your company could successfully create in house 
trainings. 


Pick the top three ideas for in house trainings. Consider resources and time necessary for the webinar. 




Quick Reference Sheets 


Below is an example of our Quick reference Sheets. They are used to provide the participants 
with a quick way to reference the material after the course has been completed. They can be 
customized by the trainer to provide the material deemed the most important. They are a way 
the participants can look back and reference the material at a later date. 

They are also very useful as a take-away from the workshop when branded. When a participant 
leaves with a Quick Reference Sheet it provides a great way to promote future business. 



Creating a Great Webinar 


Insert Solicited Questions 

Asking your audience for questions ahead of 
time both involves them in webinar and 
provides you with the opportunity to address 
questions and maximize audience 
understanding. It is essential that you 
manage to insert some of these questions 
into your webinar presentation. A good rule 
of thumb is to include questions if more than 
one person asks them. 

Any questions that you choose must enhance 
the webinar and be relevant to the points 
you are trying to make. If questions would be 
better addressed in a separate Q&A meeting, 
schedule one. You cannot spend all your time 
answering questions, or you will never finish 
your presentation. 


Passion and Enthusiasm 

Passion and enthusiasm are the main components of 
every successful venture. If you do not have passion for 
a subject, why should your audience? Above and 
beyond everything else that you choose, you must pick 
a topic that ignites your passion and enthusiasm. Ask 
yourself if you are passionate about the topic for your 
webinar. If the answer is "no," choose a different topic. 
Once you have a topic that reflects your passion, you 
need to make sure that this passion is reflected in your 
presentation. 

Generate Passion and Enthusiasm: 

• Use personal stories 

• Smile 

• Vary the tone and pitch of your presentation 

• Gesture and move while speaking 


Grab and Keep Attention 

As we have already stated, it is important that you grab the attention of your audience immediately. It is just 
as important to keep their attention. After a strong opening, you need to keep the momentum going. Many 
professional presenters follow the 10-minute rule. This rule is based on the understanding that attention 
begins to drift after 10 minutes. This requires a simple change of course every 10 minutes, such as switching to 
a demonstration or slide show. There are other ways to keep the attention of your audience: 

• Use slides in moderation: Slides with everything you say is just as boring talking alone. 

• Use animation and images: Make sure that are relevant to the webinar. 

• Use demonstrations: Again, make them relevant to your topic. 

• Limit information: Provide a basic overview, not an in-depth analysis. 

Simple find the methods that work best for you, and space them out to keep your audience interested and 
motivated. 


© Corporate Training Materials 


www.corporatetrainingmaterials.com 




Certificate of Completion 

Every course comes with a Certificate of Completion where the participants can be recognized 
for completing the course. It provides a record of their attendance and to be recognized for 
their participation in the workshop. 






































































PowerPoint Sample 


Below you will find the PowerPoint sample. The slides are based on and created from the 
Training Manual. PowerPoint slides are a great tool to use during the facilitation of the 
material; they help to focus on the important points of information presented during the 
training. 




Sample Module: What Can 

a Webinar Do? 


No great man 
ever complains 
of want of 
opportunity. 


Webinars are useful tools that will 
benefit anyone who has content or 
product to share. Webinars are both 
methods of teaching and marketing. 
These online seminars provide the 
perfect opportunities to connect with 
people across the globe. 


Ralph HMtfo 
Emerson 



Marketing to Prospective 

Customers 


Connect wi i people 



De 



eexoe 



Engage prospects 



























Demonstrations and 
Presentations 


Catch their attention 

immediately 

Be amusing 


Be relevant 














Information Sharing 



Announce the webinar 


Keynote speech 


Meetings 


Offers 


Case Study 


Shirley decided to create a webinar about 

how to use her product 



She was certain that she would reach more customers 



She emailed her client list about the webinar every day 



Shirley was not sure why so few people attended her 

webinar 
























Sample Module: Review Questions 


1. What opportunity does awebinaroffer? 

a) Engage new clients 

b] Demonstrate expertise 

c) Change the brand image 

d] Monitortrends and changes 

2, What can you generate when connecting with people through 
webinars? 

a) Expertise 
b} Brand 
c) Clients 
dj Feedback 


Sample Module: Review Questions 

1. What opportunity does awebinaroffer? 

a) Engage new clients 

b) Demonstrate expertise 

c ) Ch a nge the b r a n d i m age 

d ) M on ito r tre n ds and c h a nges 

Webinars are usefu marketingtools.They offer the opportunity to 
demonstrate expertise. 

2. What can you generate when connecting with people through webinars? 

a) Expertise 

b) Brand 

c) Clients 

d) Feedback 

Webinars help generate new eads.They a sogenerate useful feedback. 
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